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MICHELLE
Email: michelle.369321@2freemail.com
Hard driven individual with experience in shipping industry as Accounts , in Operation, Customer  Service and Sales, having exceptional skills in dealing with customers and manage to solve problems in a win-win solution. 
CORE COMPETENCIES

· Ability to work independently in stressful and critical conditions.

· Excellent in prioritizing which are urgent and important in a time bonded situation and can work under pressure.

· Good communication skills fluent in oral and written English

· Keen in monitoring and ability develop best solution in every situation.

· Proficient in MS Office – Word, Excel, Mails

· Create strong working relationships with colleagues from different background

· Holder of Professional Philippine Driver’s License
PROFESSIONAL EXPERIENCE

Hyundai Merchant Marine UAE



Dubai, UAE    





Position: Operation Executive        

June 15, 2008 to January 2012 –October 2012 to January  2015
                                          

Transshipment in Charge

Full responsibility of sending Discharge EDI to Dubai Trade Portal for all feeders coming to Jebel Ali.  Plan loadings for EAS and SEM vessel including securing DG and OOG approval from Co-partner lines and sending loading EDI to Dubai Trade.  Checking of various feeder invoices for payment accurately.

Key Achievements:
· Keen monitoring for all transshipment containers loaded within the shortest period of time.

· Ability to maximize full space utilization on assigned HMM service. 

· Managed a high volume workload covering employees on vacation jobs  includes discharging all mainline vessels, planning it’s transshipment loading to feeders and sending loading list to Dubai Trade and informing destination office.
· 100% perfect T/S plan for all containers going out of Dubai.
· Passing feeder invoices correctly and closing all disputed invoices at shortest possible time.
Logistics & Equipment In-Charge

· Daily reporting to headquarters evacuation plan of empty containers from Jebel Ali and various Gulf Areas to Far East and cordially sending Empty Instruction to port for each HMM service vessel.

· Responsible for downloading of daily inventory from Dubai Trade system to check available empty containers for export booking requirements.

· Monitoring daily detention and sending reminders to customer.

· Sending of hold advise to DPW for Sale / Shipper’s own and Damage containers.  

· Port coordination for monitoring of 100% loading of empty’s per vessel and other operational related issues 

· Monitoring of Long-idling container in various Gulf Areas
Recognition: Employee of the Month June 2009
SEMINARS ATTENDED
Seminar for Introduction to Shipping conducted by DSAA –July 2008 

Seminar for Bill of Lading conducted by DSAA –July 2008 

Seminar for Cargo Claim conducted by DSAA –August 2008 
Seminar for Handling IMDG conducted by DSAA –August 2008

Globeline Shipping Agency                                               

Malate, Manila  Philippines
Company: Agent of CSAVNORASIA LINER SERVICES / CUMPANIA SUD AMERICANA DE VAPORES (CSAV) / REEF SHIPPING

Sales Executive







June 2006    to  March  2008
Customer Service - Supervisor                         
 


June  2003   to    May 2006 

· Deals with clients such as forwarders and exporters engage in exporting their cargoes from Philippines to various areas of the world. Offering freight services to Europe / West Mediterranean /Middle East / Central America / South Pacific Islands.
· Caters customer service work for all trades – Europe /United States/ Central America /Middle East which includes accepting and screening bookings, coordination with shipper and forwarder for the details on the feeder to use; booking with various shipping lines and securing space on every vessel /dealing with   Hong Kong principal for rates, raising demurrage waiver request and sending application for Dangerous Goods.
    Key Achievements:

· Become Officer in Charge of Cebu office which includes 2 sub forwarding companies aside from GSA.
· Had developed a process for keen monitoring of bookings and lessen the overbooking/ under booking on every vessel.

· Able to collect long outstanding customers debts that’s been idling for years.

 Accounting Assistant / Cashier 

 


August 3, 1999 – May  30,  2003 
· Responsible in daily collection, bank transactions and reconciliation. Monitors dollar remittances and replenishment of petty cash fund.  Weekly releasing of checks to all suppliers.
· Handles account receivable and had excel in collecting all doubtful accounts.  In-charge in process of container deposits for import shipments and making sure damage and detention was collected.
· Clean track record of handling company’s cash and had secured high level of trust from the owner.
Rural Bank of the 21st Century                                           
Sta. Maria Bulacan  Philippines

Branch Accountant / Cashier  





January 1998 -  June 1999
· Checking daily cash deposits/approvals for withdrawals / cash balancing/petty cash funds
· Computation of Interest earned for deposits / loan interest /inventories and monthly and year-end report and other reports required by Head office.

· Maintaining existing depositors and looking for potential new clients to invest in the bank.
                                             PERSONAL INFORMATION
Education:  Bachelor of Science in Accountancy at Far Eastern University Manila   March 1997
     
     With 36 units for Master in Business Administration at Bulacan State University  - 2002 -2004

     (pending thesis proper)

Status:              Single

Birthday  :  
December 11, 1976

Height :     
5’7
Nationality :     Filipino
 Character Reference
Available upon request.
